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FACULTY OF COMMERCE AND MANAGEMENT

B.Com. (Second Semester) EXAMINATION

MAY/JUNE, 2022

(New Course)

MODERN OFFICE MANAGEMENT

PAPER (BC-2.5.2)

(Friday, 17-6-2022) Time : 9.30 a.m. to 1.15 p.m.

Time— 3.45 Hours Maximum Marks—75

N.B. :— (i) Solve All questions.

(ii) Q. No. 1 is compulsory.

(i)

(ii) 1 

1. Explain the meaning, types and qualities of Office Report. 20

2. What is group insurance ? Explain its features. 15

Or

Explain the methods of collecting data.

3. What is meant by online office ? Explain its features. 15

Online 

Or

Explain in deep the forms of reports.

P.T.O.

3EC132051144A8FC126152A3EC59ECEE
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4. What is meant by Record ? Explain its types. 15

Or

Explain the need of statistical data in the office.

5. Write short notes (any two) : 10

(i) Group Life Insurance

(ii) Principles of record keeping

(iii) Techniques of cost reduction

(iv) Sources of Data.

(i)

(ii)

(iii)

(iv)
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